
 
 
 
 

Initiate Intake Form 

Identify the Problem 

Is the Problem 
Caused by 

University Action 
or Inaction? 

Initiate investigation with 
Division/College or 
Department Head 

Has the 
issue been 
resolved? 

Advise Students of the  
Right to Engage 

 Formal Appeal Process  

Is Complaint 
by a Parent 

or Guardian? 

Signed FERPA Authorization 
Required to Proceed 

PROVIDE Student with process 
for Resolution including  a unit 

(Financial Aid, Registrar, Bursar, 
Counseling Center, Student of 
Affairs,  etc.) specific contact 

Hand ownership of the 
Problem to contact with email 
of introduction (student to be 

copied) 

Yes 

No 

Yes 

No 

Has the 
issue been 
resolved? 

CASE IS CLOSED 

Yes 

OFFICE OF THE 
STUDENT 
ADVOCATE 
 
Complaint 
Resolution 
Process 

No 


